


MANUAL INTRODUCTION

This manual is created and managed by ALCO Learning and Development.

Before using this manual, please read the following introduction
describing the layout of the manual information.

INTRODUCTION » HOW TO USE THIS MANUAL
v. “vo ) 4

NAVIGATING THE MANUAL: LINKS AND BOOKMARKS
The contents of this manual are hyperlinked and bookmarked for your
convenience.

Home  Tools ALCO-YardiMar

Bookmarks W ® B8 Q
This manual's downloaded PDF includes chapter bookmarks. e x
1. Open up the bookmarks tab in the Adobe PDF viewer. LY
2. Then, select the chapter you wish to view. B vardi Mancal

This will take you directly to each chapter. r | 0 fﬂiﬂzﬁ‘
Hyperlinks

This manual includes hyperlinks for your convenience. Hyperlinked items will
take you directly to the source mentioned in the text. All Table of Contents are
hyperlinked. Simply click on the title of the process you wish to view and it will
take you directly to that process. Additionally, within the processes, you may
see a gold [CLICK HERE] button. This is a hyperlink that will direct you to another
process within the manual or it will direct you to folders/forms/websites
externally. Hyperlinks can be used in both the downloaded and web PDF versions.

SEARCHING THE MANUAL
You can search for key words/phrases in this manual by pressing CTRL + F on
your keyboard while the manual is open on your screen. This will bring up the
FIND filter. Enter in your keyword or phrase and press ENTER. The FIND feature will
automatically search the entire manual and bring you directly to any places in

the manual that match your word or phrase.
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MANUAL LAYOUT
An overview of the process and chapter will appear before the processes.
For your convenience, if there is a specific ALCO Management policy attached
to a process, the policy is copied under the overview of the process.

WARNINGS/TIPS/NOTES
Important information will be highlighted in a separate box.

Warnings will appear in a red box and are very important notes about a
procedure. Tips will appear in green and Notes will appear in gold.

ZAWARNING »TIP

Both Tips and Notes will provide helpful additional information for completing
the process.

YARDI LIVE VS YARDI TEST/TRAINING
Yardi Voyager has two separate databases. This is Yardi LIVE and Yardi TEST/
Training. Yardi LIVE has a blue inferface while Yardi TEST/Training has a red
interface.

In this manual you will see screenshots from both LIVE and TEST. The TEST data-
base is used to create examples or to practice procedures since all the input
into this database does not affect the property’s active resident files. For more
information on the differences between the two [CLICK HERE].

COLOR CODING
If a process pertains to Section 8 properties only, the text will be highlighted in

light green

If a process pertains to Tax Credit properties only, the text will be highlighted in
light blue

If a process pertains to Conventional properties only, the text will be highlighted
in purple



Cihhopter Nine
INVOICE REGISTER

A payable is an invoiced amount that the property owes to a specific
vendor or vendors. An example of a payable would be an invoice from
Acme Hardware for paint. Invoice Registers are generated to ensure that all
payables are being created with each user’s allowable limits.

[ O

9.1 P Creating AN INVOICE REGISTEN ... 223
9.2 P Reserve for Replacement FEMS.......oiiveeieeiee e 228
9.3 » Updating the INVOICE IMAGE ....oooceeiieieiieeeeeeeeeeeee e 229
9.4 P Purchasing Card ProCESSING .....eeicueeeeeeeeieeeeeeeeeeee et 231
9.5 P Approving an INVOICE REGISTEN .......ooiiieiiiieieeeeeeeeeeeee e, 232
9.6 P Using Property AlIOCATIONS ....cvviiieieieeieie e 234
9.7 » Payscan Out of OffilCe SETUD ....ooouiiiiiiceeeeeeeeee e 236
9.8 P Reviewing adn INVOICE REGISTEN ......uvviiiieeeeeeeeee e 238
9.9 P ReVIEWING A PAYADIE ..cooceeeiiieeiieeeee e 239
9.10 P Reviewing O VeNdOr LEAQET.......c...oi i 240
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* : - Check out these elearnings:

i : € P2P 100 - PAYscan Overview [CLICK HERE]

€ P2P 110 - PAYscan Invoice Registers in 7S [CLICK HERE]

mmum' @ P2P 175 - Yardi Matketplace in 7S - ALCO [CLICK HERE]
= - i ,i,,, " RS et | H I l l b |

. e— - - - el —
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https://alcomgt.yardielearning.com/91525/Signup/
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CHAPTER 9.1 » CREATING AN INVOICE REGISTER

Begin by scanning your invoices. All scanned files should be saved to the C:\temp\scanned

ltems folders

aaxovLel

L]

Ll

- L B

Il 1_Header_Front
: V1 Front o
Single page R An invoice with
invoices 3.8 front multiple pages

DO NOT ENTER PROPERTY NUMBER.

1. From the dashboard click “PayScan/
Invoice Registers/Scan/Import Invoices”.

2. If scanning single page invoices you
can check the “Single Page Invoice” box
or leave it unchecked if you are scanning
invoices with multiple pages.

3. Click “Open PDF". Hold down the “Ctrl”

key and click on the invoice(s) you want to

open, click “Open”.

4. The invoices will display on the right side

of the screen. If this should be an invoice
with multiple pages click on Separator
then click ‘Delete’. If this should be single
page invoices click on the arrow to ‘Insert
Separator’.

5.Click “Import Batch”.
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Invoice batch imported. New Batch Id 98717
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6. The following message opens at the top of
the screen (write down the Batch#).
Click “x" in the red box.

7. Click "PayScan/Invoice Registers/Invoice
Register Dashboard”.

8. The “Invoice Register Dashboard” opens.
Enter the Batch number. Check the box ‘No
Data Entered’.Click “Submit”.

9. The Invoice Register populates with the
scanned invoices.Click the “Ctrl No."” link to
open an invoice.

10. The “Invoice Register” opens. Click the
“Images” tab, the image opens in the lower
section.

Even if you are entering data from the original invoice you should always open the image to

assure the correct image is attached.
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— e — 11.If you click the paper image with the +

E ) =" B . o :
e — e — N S sign in the yellow box you will get another
e . o mmmee o window with just the image not the invoice
T W: s e = . register.

T;F-;:"“i’ MID-AMERICA
iPey APr  APPLIANCE
= PARTS

Qe an@ild o -eQArOBE

12. If you maximize the screen you will get
= this image. Enfer the following information on
= T the “Invoice Register” screen:

[RRAra #omcwi- T 0

Xr-ﬂ.ﬁ _ MID-AMERICA
Toae ST APPLIANCE

’ PARTS | b

— . ot

TOP PORTION OF THE SCREEN

A. Payee - Begin typing the Vendor name; click “Tab” the Payee Info populates.

ZAWARNING
Be careful to type the payee information exactly like it was entered into Yardi. Remember
you have access to ALL ALCO vendors. Be sure you have the same address in the payee
box as is on the invoice. If a drop down box opens choose the correct vendor.

B. Invoice # - There are only 3 ways to correctly enter an invoice number

i. Enter the invoice number exactly as it appears on the invoice including any dashes,
slashes, spaces, etc., Ex:123 456-ABC

i. If there is not an invoice number assigned, but there is an account/customer number use
the account/customer number omitting any dashes, slashes, spaces, etc., followed by a
dash and the six-digit date of the invoice.

Ex: 87063365228174-081311. (Six-digit date)

iii. For invoices with no invoice number and no account/customer number use the automatic
numbering stamp. Stamp the invoice prior to scanning and use this number as the invoice
number. This also applies to mileage and petty cash.

ZAWARNING
DO NOT change/alter an invoice number in order to force it through the system.

C. Expense Type - Populated with “Standard”. Other expense types can be chosen from
the drop down box. Ex: “CM P-Card Review”, “Employee” or “Resident”
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D. Total Amount - Enter the amount of the Invoice.

‘Leave blank if amount will be distributed between properties. (See instructions for “Using
Property Allocations” found in chapter 9.6 [CLICK HERE])

Note: There are two ways to process a credit memo:

i. Enter a negative amount for the credit in the ‘Total Amount’ field and choose ‘Invoice’ in
the Type field.

ii. Enter a positive amount for the credit in the ‘Total Amount’ field and choose ‘Credit’ in the
Type field.

LOWER PORTION OF THE SCREEN

In this portion of the screen, you will break down your purchase by general ledger account
codes. If your invoice is for one case of copy paper then you would only enter one line
relating to office supplies. However, if your invoice included items relating to electrical
repairs, plumbing supplies and light bullbs which are three different account codes then you
will enter the details on three separate lines.

E. Entity - Enter the appropriate Property code or click the box to display property code
listing.
F. Amount - Enter the amount relating to the account code.

»TIP
’7If processing a credit memo see above instructions.

G. Account - Enter a description of the item or the 12 digit account number (account
numbers ending in “0000” only) click “Tab”, the Account Description populates. If a drop
down box opens choose the correct account. (account number ending in “0000" only)

H. Notes — Enter a detailed description of the purchase, Hot Water Heater, Copy Paper,
Countertop, etc.

l. Unit - If this is an R&R item for a specific unit, select the unit in which the item was
purchased. You must select a unit for items such as Pest Control freatment.

J. R&R Item - Click the drop-down box and choose; “Yes-Common Area”, Yes-Stock”, “Yes-
Unit”, or “No”. Each R&R item should be entered on a separate detail line. TIP: see section
on Reserve for Replacement [click here].

K. Serial Number - Enter exactly as shown on Invoice.

L. Energy Star - Click on the drop-down box and choose “Yes” or “No”.
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13. If you have another general ledger account code to enter, repeat the process on the

next detail line. If you need additional Detail Lines click the “More Rows” tab. After all detail
lines have been completed, click “Save”.

correct account number.

»TIP
|VAII ‘Account Descriptions’ will now be populated, use this visual to assure you have used the

14. Click “Validate".

If a “Warning” or “Error” message opens at the top of the Invoice Register you MUST address/
correct before moving to the “Next Step”. Example: Total amount does not match details

amount. Workers Comp insurance has expired.

Favee

Payee Info

Daplay Type
Batch
Id

Irvosce SEabus

Nawigatean

Workflow
Stakus
Currant Stap
Hext Sbep

MNotes

West Memphis Fence
and Construction, Inc,
(PO Box 1565 West
Memphis)
B707351798

| Basic IR v
Bafch 1364

ctrl 4481

Workflow

s cSova SR goctnt|

Srandard ""-"'.

InProcess
Data Entry

[P Final Reviaw e

[

If the amount is
within your spending
limit you will choose

“AP Final Review”

15. When corrections have been made click
“Save” then click “Validate™.

» _Changes can be made to the Invoice
Register until the “Next Step” process has
been completed.

»_You are approving the invoice by
completing the *Next Step” process.

16. On the right side of screen click the “Next

Step” drop down box. Click “Save Step and
Next”.

The invoice register is completed and the
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----------------------------------------------------------------------------------- = The invoice register is completed and the

Display Type | Basic IR v . . .
| ' : next invoice register opens.
Batch Batch 185244
| 1d Ctrl 410258 Click the Naviaati b ; ;
Inwoice Status Workflow Ic . e OVIgG lon O_ S EE O gO od
o _ _ previous or to the next invoice.
Mawvigation | =« || => || Save Step and Naxt
workflow | Standard v Click the T to return to the Invoice
Status e Register Dashboard.
Current Step Data Entry
Mext Step | Regional Property Mgr Review ~ |

Motes

CHAPTER 9.2 » RESERVE FOR REPLACEMENT ITEMS
- v
4 “v‘

Most properties with a HUD-insured mortgage have a Reserve Fund (check with your
Regional Property Manager or Property Accountant to see if your property has a Reserve
Fund.) The Reserve Fund allows the property to request a draw from the funds for
reimbursement of eligible items. Note that in some cases, reimbursement will only be
approved if the items are replaced for the entire property.

ELIGIBLE INTERIOR ITEMS

m  Replacement of refrigerators, ranges, dishwashers, microwave ovens, garbage disposals,
vent-a-hoods, laundry washers and dryers.

m  Extensive replacement of kitchen and bathroom sinks, cabinetry, counter tops, bathtubs,
and toilets.

®  Replacement or major overhaul of central air conditioning and heating systems, including
cooling towers, water chillers, furnaces, boilers, compressors, and heat pumps, hot water
heaters.

m  Overhaul of elevator systems.

m  Replacement of carpet, floor tile or sheet vinyl.

m  Office computer or furniture.

ELIGIBLE EXTERIOR ITEMS

= Maijor roof repairs, including major replacements of gutters, downspouts, and related
eaves or soffits.

Major repaving/resurfacing/seal coating of sidewalks, parking lots, and driveways.
Repainting of the entire building exterior or all exterior doors.

Extensive replacement of siding.

Major replacement of storm windows, doors, locks and screens.

Extensive replacement of exterior lawn sprinkler systems.

Replacement of or major repairs to a swimming pool.

Major repairs to plumbing and sewer systems.
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Based on the information provided on invoice register processed in Yardi, the property
accountants will request a draw from the Reserve Fund for reimbursement of the items. When
processing the purchase order for eligible reserve replacement items, the purchase order
must include the following:

= |ndicate which unit the item was purchased for by updating the unit number field.

+ Ifitems on the invoice were purchased for several units, each item must be processed on
a separate detail line.

m |f the item is an appliance, you must enter the serial number

+ If the invoice is for several appliances, each appliance must be processed on a separate
detail line.

»TIP
’_ You can check in your 4350.3 for all eligible Replacement Reserve ltems.

CHAPTER 9.3 » UPDATING THE INVOICE IMAGE
* v
4 “v’

There may be some instances in which invoices may need to be re-uploaded due to poor
visibility, the omission of an invoice(s) or for other reasons. The information in this section
provides instructions on how update an invoice image.

1. Scan the invoice that you will be attaching.

2. From the dashboard click “PayScan/
Invoice Registers/Update IR Images”.

l@eax oo

3. Click ‘Open Imported Invoice’.

4. Enter the Batch # and the Invoice #, click

Open Server Batch x “Find".
Caatc... [oB717 Inveice® [10815 Fing )
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Invoice Updated.

5. When screen opens click “Open”.

When the image loads you have 2 choices.

5A. Choice 1:To replace old image with
new image. First highlight each page of the
invoice and click the ‘Delete’ icon. Click
‘Open PDF’ to choose the new image. Click
‘Update Invoice.

5B. When complete you will receive the
following message.

5C. Choice 2: To add an image (page)

to the existing image. Click ‘Open PDF’ to
choose the new image (page) that needs to
be added/ Click ‘Update Invoice

5D. When complete you will receive the
following message

To ensure the correct invoice has been updated, open the image by the control number link
before clicking invoice update.
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CHAPTER 9.4 »PURCHASING CARD PROCESSING
s U
W .‘y

OBTAINING YOUR MONTHLY STATEMENT

o Lo st st b orsancocsricr .. 1. You will receive an email from Regions
;:;ject Scheduled Report: Statement Password alco1234 o n 'I'h e ﬁ rs'l' d Oy Of eO C h m o n‘l’h Wi‘l’h O CO py
Here is your Scheduled Report: Statement Password alcol234 of yoUr mo n-l-h Iy S-I-O-I-eme n-l- O-I--I-Oched .I.O .I.he
Configure your Schedule Report settings by selecting the "Schedule” link located on the Report's Information section. e m O” .

Regions Bank

Commercial Card Services

het n ions.com/welcome.as

_com/welcome.
s: 1-888-934-1087
Program Administrators ONLY: 1-855-559-0758

s-/fintersect region
Regions Card Service:

The attachment will be a password protected PDF file. When you click on the attachment in
the e-mail, you will be asked for the password. The password will always be in the subject line
of the e-mail so you do not have to remember the password.

Once you have obtained a copy of your monthly statement, you will need to create an
invoice register in Yardi PayScan.

Please note that all maintenance staff will receive their statements in their personal email
accounts. They will need to forward the email to their community manager for entry in Yardi
PayScan.

ENTERING THE STATEMENT AS AN INVOICE REGISTER IN YARDI

Once you have obtained a copy of your monthly statement from Regions Card
Management System, you will need to create an invoice register in Yardi PayScan.

1. Scan and attach a copy of the monthly statement and the receipt/invoice of the
purchase.

e fegster Funciors > 2. Use the following information on your
- — Prmentseisinvoice register:
Payee Info Regions PCard, Type g .
Invoice & [mho1312018 Payment Method
Expense Type  |cp p-Card Review || il
Total Amount [z31.16 Prionty
AP Template Cazh Acct
Invoice Date |02.fl]1.m18 m AP Acct
Post Manth 02/2018
Due Date 02/01/2018 EH
Notes
Seve New Delete Memorize Help Validate
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A. Payee: v0003770 Regions PCard

B. Invoice#: Use the first letter of your first name and the first letter of your last name and last
'day of the month of the statement. For example: RS02282014

C. Expense Type: CM P-Card Review

D. Total Amount: Total Amount of the statement

E. Invoice Date: Date of the Statement (which is issued on the last day of previous month).

3. Process the invoice register as normal through PayScan.

POINTS TO REMEMBER

® Please make sure you include all receipts for all purchases made with P-Cards.

® Process these timely, preferably within the first week of the month.

® Be detailed on the explanation on each receipt.

= Make sure the receipt can be read.

m |f areceipt has been lost or cannot be read after scanning, please complete the P-Card
Lost Receipt reimbursement. You can find this at Other forms> Packets >AccountingForms
>PCard Lost Rec

CHAPTER 9.5 » APPROVING AN INVOICE REGISTER
* v
4 “y

All Invoice Registers must be approved by an individual with sufficient approval authority. If
the amount of the Invoice Register exceeds the approval authority of the individual creat-
ing it, then a manager with higher approval authority must perform this task to approve the
Invoice Register.

If not approved promptly please contact the next approver.

When there are items in Payscan that require your approval/action you will receive an email.
Emails are sent twice a day, 9:00 AM and 3:00 PM.

ZAWARNING
If after reviewing the report it is determined the invoice register does not belong to your
property no action is needed and DO NOT DELETE.

(\:‘z‘-:;w Approval Summary by Employee
[R——

::::::: Rems in PaTscan require yous spproval
I Meage | L Approvel Summary by Employeel pet 2 KBy recioe Regiters
= T3T0 - Aarl Woe.

ary of flems requiring your approval in PAYscan. Please log in, review these Rems, and take the appropriate steps




) Community Manager Dashboard - Gates

+ Roses | Rmsdent activite R Ues s
Hove [ o Totsl Ureis

F dnadyhics Hove Chat a Lnpaiapd Ly

* Rpparin Pepost Accounbing '] [ A e

b Rpidord Funciaid O Ritioe e Lypisbie Lin
Incramplete Carts 0 g

Lt Procireg Areusl Certs Cue g s

F Breerue My L d Lethers 1} Om Hold Uest
Euperersd Leages {110 days] [ et Trpnale

G — Schedsled Lease Renens's o

¢ Paymariu/Reonpls. a

b Paycan i Propect ity

Taday's She

b Tard Marketplace WFodabin &

* Rrview Setup vt oy A2y

¢ Wiprk Cirdens

+ Ot of Olfice Setup

b Admaragtraticn

1. From the Workflow Dashboard you can
review items that require action at any time.
Click “PayScan/Invoice Registers/Workflow
Dashboard”.

2. The ‘Workflow Manager Dashboard’
opens, click “Display”.

»TIP

If the invoice is at Data Entry you may not be able to find it at workflow manager dashboard
you may need to go to invoice register dashboard.

Invoices that require action (correction, approval, completion) will be listed, with notes de-

scribing the issue.

3. Click the “Invoice Register” link to open
the invoice and complete the required ac-
tion.

4. Click “Validate” and PayScan will let you
know if there is an error.

If an Invoice Register with a previous Post Month date needs approval, you must first change

the “Post Month” to the current month.
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| Invoice Status workflow >

| Mavigation <2 => ( Save Step and MNext
Winrkflow Standard v
Status InProcess
Current Step Data Entry
Mext Step | Regional Property Mgr Review ~
Motes

Detall

Distribute

234

(2

Entity

Regional Property Mgr Review

5. Review the invoice register to assure it is
correct. When reviewing the invoice register,
ensure that the statement and appropriate
receipts are atftached for p-card invoice
register review and the correct invoice is
attached for invoice registers that are not
related to p-cards. Also, review each line to
ensure that the correct GL account code
and descriptfions have been used. If the
invoice register has your approval for pay-
ment, click the drop-down arrow in the Next
Step field and select the next level approver.
Click Save and Next.

CHAPTER 9.6 » USING PROPERTY ALLOCATIONS

Payee Info Workflow

View POs Moare Rows

Entity Description

Amount

Approvers Images

Clear Rows

Account

AP, i

If you have a property with multiple phases, there may be times when an invoice needs to
be paid by both properties/phases. The Distribute function will allow Yardi to distribute the
invoice between the properties/phases.

Check Budget

Account Description

4520

Registry, Phase I Cordova
TN 38016

KDistribute

Property

|
Amount
|
Account
|

Motes

Ok

[registl
100.00
6311-0002-0000

‘C-::-p\,.r Paper

Help

1. Complete the top portion of the invoice
register screen as previously instructed. Click
the “Distribute” tab.

2. The “Distribute” window opens. Enter the
following information:

A. Property - Select the allocation code
associated with your properties.

B. Amount — Enter the amount associated
with this account code.

C. Account - Enter the general ledger ac-
count code.

D. Notes — Enter a description of the pur-
chase.

3. Click “OK™.



4. You must delete the blank detail line, click
in the ‘Entity’ box then click the ‘x’ to delete.
Click “Save".

5. Complete the remaining information on
the detail lines as applicable: Unit, R&R Item,
Serial Number and Energy Star.

[ —(—— — — To allocate another general ledger account

code between the properties for this invoice,
click the “Distribute” button and repeat the
process. After all the detail lines have been
completed, click “Save”. Click “Validate”.

m  Changes can be made to the Invoice
Register until the “Next Step” process has
been completed.

You are approving the invoice by complet-
ing the “Next Step” process.

Invoice Status  YRGEREEN ¥ 6. On the right side of screen click the “Next

Mavigation <2 | »> | Save Step and Next Step” drop down box. Click “Save”.

Workflow éStandard \/é ) ) ) .

Status ERE e Click the Navigation tab [&ad] to continue to

c . sl the next invoice or click the s to return to
HITent =ter AT the Invoice Register Dashboard.

Mext Step | Regional Property Mgr Review v |

Click “Home” to return to the Yardi
Dashboard.

Motes
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IMPORTANT: If you expect to be out on PTO for an extended period of time please set up this
process so that invoices can continue to be processed. Ask your RPM if you need to use this

process.

CHAPTER 9.7 » PAYSCAN OUT OF OFFICE SETUP

AP, i

YARDIVOYAGER
I i el signout Custom
Ll Community Manager Dashboard - Breezy |
L Famoent Aciyity |

¥ eked

Move Im o
* Anabytics Move Out o
¥ Ripaits Depoait Accounting o
¥ Resldent Functions Oui Mkl o

Incomplete Carts 4]
¥ Linit Pricing &nnual Certs Due
B Egwanus MEnagement Unangvined Litters

Expiring Leases (120 days)
e Scheduled Lease Renawals 0
¥ PaymenliRecalply Bleris
¥ FaySian um

¥ Pending Maioe Ready

¥ Barviar Satip Fanding Work Eegquests
* Werk Orders Completed WO Followup o

¥ Ot of Odfice Setup

» Ademiniytration

IM of Office Setug
lhbuiu Workflsw Approvids

| | ralesdas [T Fiashbaard || Oarean Coanreh |

| Employes
Date

Submit

| Schedulrg
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Qut of Office setup

Bl to fi=

Emp Mame

up'.

1. From the Yardi dashboard left side menu
click ‘Out of Office Setup/Out of Office Set-

2. When the screen opens click ‘New’.



[‘ﬁw Out of Office Setun
I Employes '—
Cate [ E to | E
Inactive? [1
N\
:J Delegatllle <
[ &)
Emp Code | Assigned On Remark Inactive? | Delete
| O O
| 1 O O |
' T L T
| = —

Al Community Manager Dashboard - Breezy |

Blowe Im

Mo Dt

¥ Rggendis Tpast dccounkeg
O Hpkloe
Incomniplete Certs

» Anadytics

F Residert Funciions

+

ORI S N ]

E R Brecing Annual Certs Dus
¥ Rrcanus Mansgament Unangainsd Lilters
Expiring Leases (120 days]
L Grhaduled Leass Ranasals
¥ Payrnianibi Recspta Hlerts
¥ PayScan | Hanlenance
Panding Maks Ready
: Ja Fanding Work Esquests
F Work Ordens Completed WO Followup 0
¥ Ot of Gdfice Setup
|t ot Olfice Setep
» Adminigiration
Rabuild Workflew Approvers
| Palivodar [FEaaRicm e i i

I Rebuild Workflow Step Approvers v/

Objet Tvd2  nyoice Register v
Record= Ta
Wkl
(o) e o
N
Invoice Reaister e Pavable

3. The ‘New Out of Office Setup’ window
opens.

Enter your Yardi User ID (which is typically
your log-in credentials) in the Employee field.
Enter the beginning and ending dates of
your absence.

In the Emp Code field, enter the Yardi user
ID of the delegate. The delegate will be

the person who will be responsible for your
actions in PayScan during your absence. The
delegate will receive your notifications via
email. You can leave the Remark, Inactive?
and Delete fields blank.

4. Click ‘Save’ then click ‘Close’.

5. Now the PayScan workflow needs to be
updated for the changes you have just
made. Click ‘Out of Office Setup/Rebuild
Workflow Approvers’.

6. The ‘Rebuild Workflow Step Approvers’
screen opens. From the ‘Object Type' drop-
down box choose ‘Invoice Register’.

7. Click ‘Submit’.
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Rebuild Workflow Step Approvers

8. Yardi will list the Invoice Registers that
are currently in process similar to the image
shown. Click ‘Post’.

9. The gray field next to ‘Cancel’ will flow
through each item in the list. When Yardi
has completed the update ‘Processed all
records’ will show in the gray field as shown
below. You have completed the ‘Out of
Office Setup’.

CHAPTER 9.8 »REVIEWING AN INVOICE REGISTER
* v
4 "y

Review the Invoice Register dashboard daily to complete or delete any incomplete Invoice
Register with the status of “Ready for data entry”.
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L e L
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1. Click “Invoice Register/Invoice Register

Dashboard”.



2. The “Invoice Register Dashboard” opens.
Click “Submit”.
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3. The Invoice Registers are displayed. Click
the “Ctrl. No.” of the register with the status
of “Ready for data entry” to open.
Complete or delete the invoice register.

CHAPTER 9.9 »REVIEWING A PAYABLE
- v
v “y

Only payables from a posted batch may be reviewed. They may NOT be edited.

1. From the Yardi Dashboard left side menu,
click “Payscan/Payables/Find Payable In-
voices”.

On Hold Units. o 0%
Unst Transfers.

dnagement Alurtn
- Scheduled Roommate Promotions [}

o

S0 Prospect Pipeline 139
Today's Showings o
On Waitist 1
Pending Applications 16

* PaySean

* Review Setup

* Work Orders.

» Out of Office Setup

» Administration

2. The “Review Payable” screen opens.
Complete the appropriate filter field to find

e s gty (i) the applicable payable for review. Pay-

Payee

Tenant

Ctrl Number
Batch Mumber
Invoice
Account

iy yy
Invoice date
Hotes

Doc Drawer
Priority
Bemittance Vendor
Display Rows

07/01/2018

3300

Regeons PCard

=tg-
by

~to-

i -to- |07/17/2018

ables may be searched using any of the
fields listed on the filter.

3. Click “Submit.” The “Payable” screen will

open displaying a list of all payables match-
ing the criteria.
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G 4. From the list, select the appropriate pay-

ﬂh Gble deSired.
| s

A090189 - Memphis Light Gag & Walter
10901388 = Hlﬂﬂﬂ'i ! gm ag 5 Water
1089654 - Ales Manageensnt [rs

Showing 1 to 10 of 18 entries

i
(N |

o4
—— o —— ©  5.The payable will then be displayed on the
o= — = screen. If a check has been issued for the
o I payable, the check number will display on
- the spreadsheet. The check number is a link
PP that may be used to view the record.
= e e R T

CHAPTER 92.10 » REVIEWING A VENDOR LEDGER

AP,

To prevent the entry of duplicate invoices it may be necessary for you to review a Vendor's
Ledger.

"thunﬁnanms...-Klmkozfem« ] Microsoft Office Home & YardiOne Login 3 YASC 18 Washington D.C () Secure Sige ] . From The YOrdi Voyoger DOShboord LefT
: Menu, click “Payscan/Vendors/Review Ven-
dor”. The “Vendor” filter will be displayed.
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+ PayScan 135
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+ Review Setup 1
Work Orders 16
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2. Click the “Vendor” link and select the
vendor to review. Click “Submit.” The “Ven-
dor” screen opens. Click the ‘Data’ drop
down box and choose “Ledger.”

3. The vendor ledger opens displaying all the
invoices processed for this vendor. Click the
“Trans#" for the payable you want to view.

4. The ‘Payable Invoice’ opens. To view the
aftachment, click the ‘Function’ drop down
box and choose Inv Reg-269752.

5. To review the payment, click the “Check”
link.
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CHAPTER 2.11 » HOW TO SETUP PAPERWORK FOR NEW VENDORS

AP, i

Vendor’s should be setup in Yardi prior to using them. To fill and print the Vendor Load
Packet from Yardi.

1. From the ‘Custom’ menu click Other/
Forms/Packets>Vendor Forms>Vendor Load
Packet.

YARDIVOYAGER

- Registry (combined)

........

+ Revenue Managemert

[ree——

The Vendor Load Packet consists of:
VENDOR LOAD SHEET

. Complete the form electronically and print or you can print and submit a handwritten
copy

It MUST be filled out completely, including phone number and email address

All lines must be complete, or the form WILL be returned to the Community Manager
MUST be signed by the Community Manager and the Regional Property Manager
Regional Property Manager will review to assure everything is accurate and included

FORM W-9

Print and have your vendor complete, sign, and date

m |f vendor uses a social security number they MUST provide a form of identification. Make a
copy to send with the W-9

= Election of Non-Coverage by Contractor — To be completed when a state allows a sole
proprietor or partners to elect to not carry Workers Comp.

Z&WARNING
It is important to confirm if a vendor indicates that he/she does not carry workers’ compen-
sation. If the vendor is legally obligated to but does not, your property could be made liable.

= Print and have your vendor complete, and sign

Do not include an invoice with the vendor load. You should not have an invoice because
vendors should be setup prior to use.
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What should be included in a Vendor Load:

Completed vendor load sheet

Completed W-9

Certificate of Insurance with General Liability and Workers Comp must be included
Certificate of insurance MUST have Property name or Alco Management listed as the cer-
tificate holder

= All vendors must have General Liability insurance with at least $1,000,000 in coverage. (If
vendor does not have GL of $1,000,000 then discuss with your RPM. The VP of Property Man-
agement must approve any amount less than $1,000,000 before the packet is sent to AP.)

m  The ONLY exceptions are stipends and suppliers

®»  Proof of Workers Comp insurance or an election of non-coverage

If setting up a Stipend they must have a photo ID to include in the packet.

Once you have a complete Vendor Load, e-mail a copy to your RPM for approval. Once
approved, you or your RPM will email the approved Vendor Load to your AP Accountant. If
all documents are not completed correctly, the documents will be returned to the manager.

If any vendor loads are sent back for correcting, make the corrections then resend a
COMPLETE vendor load

CHAPTER 9.12 » CHANGES FOR AN EXISTING VENDOR
W «v’ v
4

From the ‘Custom’ menu click Other/Forms/
Packets>Vendor Forms>Vendor Load Sheet.

YARDIVOYAGER
I e te Sanow Gt

+ Ariytics

+ Reperts

+ Admeistration

Fill out the form electronically and print or you can print and submit a handwritten copy. Be
sure to indicate on the form, “Change to Existing Vendor”

Option 1: Forward a copy of the Vendor Load Sheet and a copy of the invoice or letter stat-
ing the change of address.

Option 2: Forward a copy of the Vendor Load Sheet and a copy of the invoice, a new certifi-
cate of insurance and new W-9 to your RPM for approval. The RPM will forward the approved
paperwork to the appropriate AP Accountant.
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CHAPTER 9.13 »YARDI MARKETPLACE
* v
) 4 “y

Yardi Marketplace is a new software addition to your Yardi menu that will help streamline the
process of ordering supplies and entering invoices.

When you place an order using Yardi Marketplace, Yardi will automatically create the In-
voice Register (IR) for you eliminating the need to enter an invoice manually. Using Yardi
Marketplace is just like using any other online website where you can make purchases.

»TIP
I_There is no minimum shopping limit when placing an order using Yardi Marketplace.

1.To begin the order process, from your left
— side menu, click on “Yardi Marketplace”
' and then click “Shop Now™.

2. The “Yardi Marketplace"” website opens.
Select your property from the drop-down
menu in the upper right corner of the screen.

3. Select the “Direct Catalogs” or “Yardi
Suppliers” on the left side of the screen, the
drop down will show the vendor you want to
i place an order with.

w PRODUCT CATEGORIES

"
x

The screen will refresh to show that vendor’s
information/products.
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4. Use the “Search Here"” box at the top of
the screen to search for items that you need
to order, or use the drop-down menus locat-
ed on the left side of the screen to search for
items.

O e [P —

»TIP
To make ordering even easier, you can create a shopping list for items you order on a con-

sistent basis. To add an item to your shopping list, simply click the “Add To List” link next to
the item.

Yord voetpless e = - EEs 5 Once you find the item(s) you would like

- o to order, enter the “Quantity” needed (if
more than 1), and then click the “Add to
Cart” button.

< o
wm‘" 2k
e 6. The following message will appear:
Ghe following product has been added to your cart. ) . . "
7A. If your order is complete, click “Go To

:::II;:::C:: Bottled Purified Water 16.9 oz. Tk e C O r.I. " .
o 7B. If your order is not complete, click “Con-
tinue Shopping”.

Guanuty: 1
Prices sa.48

Totel Price: $5.68

8. When you are done with your order, click
the “CART"” button at the top of the screen.

v s s S 2 T

Yardi'Marketplace™

the items in your order. Once you are on the

0,/" w91 Your shopping cart will open to show all
~— arketplace” frusiei ol
: shopping cart screen, you will be able to do

e the following:
Sl Mestie iedd Water 169 oz, Botties 24/Case i ( h“ >®
 ====={0)
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A. Enter the Account number — You MUST enter an account number for each item you are
ordering. Click on the magnifying glass button in the GL Account box to bring up the list of
‘account numbers. Select the account that you need from the list and click “Ok".

'B. Enter the unit number (if applicable) - If you are purchasing a Reserve for Replacement
(R&R) item, you can enter the unit number on this screen.

C. Update your order - If you need to make any changes to the quantity ordered, click in-
side the "QTY" box, update the quantity, and then click “UPDATE CART".

D. Delete an item — If you need to delete an item from your cart, click the “DELETE” link next
to the item that you want to remove. The screen will automatically refresh to show your up-
dated cart.

E1. Split an item (if applicable) - If you have
multiple properties or phases, it may be
necessary to split the cost of your item(s)

o e et e e between the properties/phases. Click on the
o @) o R =) g “SPLIT” link next to the item that needs to be
&Y - ) ) - split between properties/phases.

< E2. Use the grey buttons on the screen to
add in the other property number and the
account numbers.

Split Cart ltem

Yardi"Marketplace” EEE=
E3. You will also need to enter a percentage
L = oo for each property/phase. Please note that
55 e —— =) your percentage amounts must total 100%.
e ) ) ““..  E4. Click “Save" when you are done.
W= T e e E5. Your cart will refresh to show the split be-
T e e TWeenN the properties/phases.

SHOPPIRG CART TOTAL

e : 10. Once you are done entering any nec-
et Tone essary information and you have reviewed
everything for accuracy, click the “Proceed
to Checkout” button.

" PROCEED TO CHECKOUT

11, The “Review Your Order” screen opens.
Once you have reviewed the information
on this screen for accuracy, click the “Place
Your Order” button.

Please be sure to review the address to make sure it is showing your property’s address.
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ZAWARNING

TOTAL

Subtoval
Shipping ond Handling
Estimated Tax

‘Crord Totol

g3m

4191

" PLACE YOUR ORDER

By BRICEnD YOUr Bhder, you G0res to Yardi Marketploce's Terms of Use,

12. Once your order is placed, you will re-
ceive an order confirmation e-mail from Yar-
di Marketplace Order Support. Please note
that a copy of the invoice will be attached
to this e-mail.

DO NOT approve the invoice until the merchandise has been received.

etplace order has been pl

Dear Randall Spivey,

TRVANK 04 Tof Usinig V<0l M arkeelplae @10F yOUF PROCUTBTNERINBRds Your 010er datails are Indicaled Below.

Propesty: Alco Managemen, nc Shipping Address: Alco Managemsnl, Inc
(Ref. 1100) Ann: Randal Spivay
35 Urion Ave Sto 200
Order Date: oFnTms Mernphis, TN 33103-2417
Phone Numbes: 5018055005
P2P Order No. 002-18E88TT
Ordor Status: PO Agproved
Supplies: Fardi Maskotplace
Customer Ordor Mo.: 269005
Frodu Fropery  Uni A Coding  UntPrice Oy Total Price
tal ted
1100 £311.0002:2000 %15 ®15
-
¥YM
o - — r gt
&
Dear Randall Spivey,
usng
Propeny: Aleo Management, In Shipping Address: Alco Managérnent, Inc
Ref, 1100} Attn; Randall Spivey
35 Union Ave Ste 200
Order Date: oneome Memmphis, TN 38103-2417
Phone Humber: 5014055005
P2P Qrder No.: o02-1588877
Order Status: PO Appraved
Supplier: Yard Marketplace
Customes Order No.: 289086
Product Unit Price Oty ordered Oty shipped  Status
ed
Shipped via
LA ! u Tracking # A46724E85494
Warkflow Manager Dashboard —r
Sbiect e R ] o o Crr—
ettt oy e reered soprzve
o " o Deec. S =
e a e 1 e ovmarse - [y et
) orer |
e fhy— =
Dy o .
Vorkfioms
et Seep ] 5S¢t Selected S Chear Selated Clowr A8
&l )
P—— ] [repr— Pavee ooy | prosome | I | locastatm | Ammount nate
1 1 1 Il 0.00]

13. You will also receive an e-mail from Yar-
di Marketplace Order Support when your
item(s) ship.

> TIP

You may receive your items before you re-
ceive the shipment email.

14. Once Yardi Marketplace has processed
your order, Yardi will generate your Invoice
Register (IR). Yardi will fill in the Invoice Reg-
ister information, and Yardi will attach an
image of the invoice to the IR.

You will receive notice of the invoice being
in PayScan for your review/approval once

it is ready. The vendor will be Yardi Market-

place.

15. To review the Invoice Register, open your
Workflow Dashboard and click on the In-
voice Register as you normally would for any
invoice that needs your approval.
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' o 16. Please review the Invoice Register for ac-

Faymeed aben Ny P

= S s 028 curacy prior to approving it. Any information

[l —— e that needs to be entered or corrected can
braeolll ane S be done at this time. Please be sure to enter
Secer s the R&R information as you normally would.

ten

naSan e
wHRNi Y )
e

Once everything looks good, you will ap-
prove the Invoice Register.

3 Bsirond i

»TIP
[ Some items may ship separately. You will receive an Invoice Register (IR) for each shipment.

RETURNS

If you need to return an item that was ordered through Yardi Marketplace, you can email
ymsupport@yardi.com or call 1-877-778-7483 and they will be able to help you with

your return.
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